NASSIGINST 12430.2D

	NAVAL AIR STATION SIGONELLA

NON-U.S. CITIZEN NON-SUPERVISOR/ NON-MANAGER PERFORMANCE APPRAISAL FORM

	1.  NAME OF EMPLOYEE


	2.  PAYROLL NUMBER



	3.  POSITION TITLE


	4.  SERIES AND GRADE



	5.  ORGANIZATION


	6.  RATING PERIOD

FROM:              TO:  

	7A.  RECORD OF REVIEW AND FINAL APPRAISAL  /  SIGNATURE AND DATE



	NAME
	ESTABLISHED

SIGNATURE/DATE
	PROGRESS REVIEW

SIGNATURE/DATE
	CLOSEOUT

SIGNATURE/DATE
	FINAL

SIGNATURE/DATE

	RATER 

  
	
	
	
	

	EMPLOYEE


	
	
	
	

	7B.  REVIEWING / APPROVING OFFICIAL SIGNATURE / DATE                 FOR UNACCEPTABLE RATINGS ONLY



	8.  RATING OF RECORD                             

                                                                         ACCEPTABLE                             UNACCEPTABLE

	9.              CERTIFICATION OF POSITION DESCRIPTION / JOB DESCRIPTION ACCURACY

        POSITION / JOB DESCRIPTION IS                                          POSITION / JOB DESCRIPTION IS NOT CURRENT

                           CURRENT AND ACCURATE                                                   AND ACCURATE – REDESCRIPTION REQUIRED

	10.  CRITICAL ELEMENTS                                                                                                 

                                                                                                                                                                                      RATING LEVEL 

                                                                                                                                                                                       A             U            

	1.  EXECUTION OF DUTIES

      A:  Willingly accepts work assignments, properly follows instruction, uses technical knowledge, and applies skills needed to produce a product or service of good quality in a timely, and responsive manner.


	
	

	2.  ORGANIZATIONAL SUPPORT AND COMMUNICATION

      A:  Demonstrates a basic understanding of organizational goals and priorities and complies with administrative policies, regulations and procedures when performing job operations.  Provides timely advice, is responsive, and accurate.  Communicates orally and/or in writing when needed to coordinate work.  Keeps supervisor and co-workers informed of work-related issues, their developments and their status.


	
	

	3. Safety

   Complies with safety policies, procedures and regulations.  Reports unsafe working conditions and takes an active role in the safety and welfare of his/her self and others, attends safety training and safety meetings as required.  Demonstrates a willingness to use established procedures to resolve safety issues and report unsafe conditions.  Works as a team member to help ensure a safe and healthful workplace is maintained.


	
	

	Personal Data subject to the Privacy Act of 1974

SEE REVERSE FOR CONTINUATION




Enclosure (2)                  

NON U.S. CITIZEN NON-SUPERVISOR/NON-MANAGER PERFORMANCE APPRAISAL FORM
CONTINUATION

	11.  ADDITIONAL ELEMENTS:  Additional elements are not critical elements but may be used for                                

                                                         award recognition.  Assign a rating as:  Exceeded (E), Met (M), 

                                                         Not Met (NM)                                                                                                                                                                                                                                                         ADDITIONAL ELEMENTS

                                                                                                                                                                       E                M            NM

	1.  PERSONAL CONTACTS AND TEAM ACCOUNTABILITY

     Participates as a full member of the team whenever opportunities arise.  Supports organization initiatives.  Actively

      works to produce harmonious mission-oriented relationships at all levels.   Displays courteous and tactful behavior  

      towards internal and external customers, supervisors, co-workers, and team members.  Projects a positive and

      professional image of the organization.
	
	
	

	2.


	
	
	

	3.


	
	
	

	4.


	
	
	

	5.


	
	
	

	12.  SUPERVISOR COMMENTS:  Comments concerning performance.  Used for exceptional performance, below fully successful performance and/or special conditions; e.g., comments on progress review; explanation of closeout and final appraisal; and /or any clarifying information.

	

	13.  PERFORMANCE RECOGNITION:  (optional)

	14.  INSTRUCTIONS FOR COMPLETING PERFORMANCE MANAGEMENT REVIEW:



	1.  RATING:  Complete rating process for closeout and final appraisal.

2.  RATING OF RECORD:  Normally, annual, end of performance period rating based on summary level assigned.  Provide employee a copy of the rating.

3.  SUMMARY LEVEL:  Assign a summary level based on a comparison of performance against written standards.  Convert element ratings to one of two levels:  “Acceptable” or “Unacceptable.”  (Note:  An “Unacceptable” summary rating is assigned if and only if, performance on one or more critical elements is appraised as “Unacceptable.”  Refer to Activity Procedures.

4.  MAINTENANCE OF RECORD:  Submit original rating of record to the Human Resources Office for record purposes.  Follow activity procedures for performance recognition.


Personal Data subject to the Privacy Act of 1974





































































































































































